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SECURITY NOTICE

The following materials contain U.S. Customs and Border Protection, Department of Homeland
Security (DHS) Information that is FOR OFFICIAL USE ONLY and LAW
ENFORCEMENT SENSITIVE, or other types of sensitive but unclassified information
requiring protection against unauthorized disclosure. These materials will be handled and
safeguarded in accordance with DHS management directives governing protection and
dissemination of such information.

At a mmimum, these materials will be disseminated only on a “need-to-know” basis and, when
unattended, will be stored in a locked container or area offering sufficient protection against
theft, compromise, inadvertent access and unauthorized disclosure.

This document is loaned to your agency FOR OFFICIAL USE ONLY and LAW
ENFORCEMENT SENSITIVE and remains the property of U.S. Customs and Border
Protection, Department of Homeland Security. Any further request for disclosure of this

document or information contained herein should be referred to the Disclosure Law Branch,
Office of Rulings and Regulations (OR&R).
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NCIC Record Maintenance

The list of NCIC records that can be maintained with this application includes:

b) (7)(E

The above types of records are maintained by these functions:

ADD a new record

MODIFY an existing record

CANCEL an existing record

LOCATE an existing record
CLEAR/RECOVER an existing record

ARREST/RECOVERED an existing record [{(S) XEAI{=))

Robust online help is available by selectingor screen help oeror field help.

For All Maintenance Functions except NCIC Image

Step Action

1. From the select:

(0) (7)(E)

3. | Select the action you will perform:

ADD NCIC Record

MODIFY NCIC Record

CANCEL NCIC Record

LOCATE NCIC Record
CLEAR/RECOVERED NCIC Record
ARREST/RECOVERED NCIC Record

The appropriate screen displays.
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4(b) (7)(E

4. | Proceed to the instructions for the specific record maintenance task.

ADD an NCIC record
Use the ADD function to{{)XCAI{=;

(b) (7)(E)

How to ADD an NCIC Record

Step Action
1. | Complete the required fields (b) (7)(E)

2. Enter in the screen directions.

Complete the fields for which you have information.

ror vUllicCldl use VIlly — L4aW EIIorcelnelil Seinsiuve 2
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Step

Action

TECS
TIP

D) (7)(E)

Selec e creen displays.

TECS
TIP

The[{s)) (7)(E) screen displays information about the record including the
(b) (7)(E)

[b) (E)

TECS
TIP

(b) (7)(E)

Link Records to Another Record

P
e

How to Add a Link to a Record When Adding a New Record

Step Action
1. Enter all information for the record.
2.

B ———
b) (7)(E)

;L) (7)(E)
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Step Action
3 P
4, Select QAW

MODIFY an NCIC Record

Use the MODIFY function to update or delete data in an Wm.record. If adding a

How to MODIFY an NCIC Record

TIP

Step Action
1. | Complete the required fields, (K=
2. in the screen directions.
(b) (7)(E)
3. | Complete the fields to be modified or updated.
TECS
TIP 7 ) ( I )
4. | Select The Creen displays.
TECS | The[(QXQUS) screen displays information about the record including the
(e i Bl (b) (7)(E)
e Select o return to the MODIFY screen.
e Select to view [(JXEAI{=
e On the[(YIWI= screen:
TECS
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Using MODIFY to Link Records
In the event a record can be linked to another record, you can link them through the
MODIFY screen.

How to MODIFY a Record and Include a Link to Another Record

Step

Action

1.

2. MG

Make all changes as needed.

3.

D) (7)(E

P

St (0) (7)(E)

CANCEL an NCIC Record

Use the CANCEL function to REMOVE (CANCEL) a record when you, as the agency that
entered the record, determine the record is invalid, Mﬂ
(b) (7)(E)

How to CANCEL an NCIC Record

on the screen directions.

Step Action
1. | Complete the required fields[{s)KEA{=)
2. | Enter
(b) (7)(E)
3.

Selectwmﬁ‘creen displays.
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Step Action

TECS | The (b) (7)(E) screen displays information about the record including the

b) (7)(E)

LOCATE an NCIC Record
Send a LOCATE message when you have located (b) (7)(E)
Mnd have confirmed the hit.

How to LOCATE an NCIC Record

Step Action

1. | Complete the required fields (b) (7)(E)

(b) (7)(E)

2. Enter (b 7)(E on the screen directions.

(b) (7)(E)

3. Selectmmscreen displays.
TECS | The screen displays information about the record including the
TIP number :

o return to the LOCATE screen.

(o) (7)(E)

Screein:

b) (7)(E)
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CLEAR/RECOVERED (XS] an NCIC

Record

The CLEAR/RECOVERED function allows the entering agency to remove the record when
it determines the item or person has been arrested or recovered.

an NCIC Record

Enteriﬂﬁlglnentioned on the screen directions.

(b) (7)(E) .

creen displays.

creen displays information about the record including the

Blto return to the CLEAR/RECOVERED screen.
0 View

screen:

Step Action
1. | Complete the required fields (b) (7)(E)
2.
3. | Select| SIS The[(YXID

TECS

TIP number :

() ))E)

T O eluglcu SSE elu‘y Eavv IOl CCIIICIIL SCAAOALAVC
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NCIC Image

Images are associated with NCIC records to assist in identifying a person or property.

Images can take the form of:

(b) (7)(E)

Images are attached to the NCIC record they support.

From this screen you can:

e ADD an image to a record. At this time, (b) (7)(E) format can be uploaded.

¢ MODIFY an image record by using a different image to replace an incorrect photo. This
deletes the old image and replaces it with the new image.
e CANCEL an NCIC Image file.

ADD an NCIC Image

Images can be added to a record (7)( E) has been assigned.

How to ADD an NCIC Image to a Record

appears.

screen displays information about the
and whether or not the

Step Action
1. | Complete the required fields[{$)XCAI{=)
ZAlI(D) (7)(E)
3. | Select{QKQIS The (XA
4. | Select the appropriate file. Select
TECS
IR ) (V) E)FRR(b) (7)(E)
record, including the ( )(E)
request was successfully submitted.

a 1 v .T1 115101V
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Step Action
TECS | The screen displays information about the record including the
TIP number =
to view ) ( )(E)
screen:
TECS |[{(XEAI=
TIP

MODIFY an NCIC Image

Use MODIFY when updating the image with a new, or correct, one. When you MODIFY an
image, IEIE!E“

How to MODIFY an NCIC Image
Step Action

1. Complete the required fields [{SNEAS)]

Select{QAGAS The{{JXTANS)

appears.

3. Select the appropriate file. Select

(b) (7)(E)
b) (7)(E)

4. n(b) (7)E) The (b) (7)(E) screen displayvs information about the
record, including the (b) (7)(E) and whether or not the
request was successfully submitted.

screen displays information about the record including the

TECS | The
TIP number :

to view [DIAIE]

screem:

|(b) (7)(E)
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Step Action

ll(b) (7)(E)

TIP

CANCEL an NCIC Image

Use CANCEL to remove an image when you, as the agency that entered the record,
determine the image is invalid.

How to CANCEL an NCIC Image
Step Action

1. | Complete the required fields (b) (7)(E)

2. | Select QSIS The[(QACUS) screen displavs information about the
record, including the (b) (7 )( E) and whether or not the
request was successfully cancelled.

For additional assistance in navigating through TECS, press (b) (7)(E) 8 your keyboard for a
detailed description of your screen. Navigate your mouse to a specific field, button, checkbox,
etc. and press n your keyboard for specific field level information.
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Exercises and Answer Key

The exercises are to be conducted in (XIS using the instructions

rovided above. The results that display for the following exercises depend on your TECS
mxmflccess Level. Please use the Answer Key as a guideline rather than exact
results.

Exercises

Exercise 1: ADD an NCIC Article Record
Enter the information below for the record:

0) (7)(E

Learning Objectives:

e How to ADD an NCIC record
e How to verify the entry has been made

() (7)(E)

(b) (7)(E)

Exercise 2: MODIFY an NCIC Record
Use the following information to MODIFY ((YKESI(3 record:

Learning Objectives:

e How to MODIFY an existing NCIC record
e How to verify the change has been made

0) (7)(E

m—
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Exercise 3: Link an NCIC Record
Use the following information to MODIFY a record:

0) (7)(E

Learning Objectives:

e How to include a link to an existing NCIC record
e How to verify the change has been made
e Verify b runnmg a query using (XIS

b) (/)(E)

Answer Key

Exercise 1
Enter the information below for the record:

0) (7)(E)

Exercise 2

= ool e M Foa o L.
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Exercise 3

0) (7)(E)
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